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CHAPTER I
STATEMENT OF THE PROBLEM
It is the purpose of this paper to plan a homeroom program for the
seventh grade.

The writer is the counselor in the Jefferson Junior High

School, Charleston, Illinois.

There are seven homerooms, each having

an average of thirty-three students.

The class schedules are arranged

so that the homeroom teacher has her group for a subject class.

This

gives the teacher an additional opportunity to know the students.

The

homeroom periods are ten minutes long each morning for taking care of
attendance, announcements and other administrative routines.

One

morning a week a homeroom period of forty minutes will be scheduled and
the remainder of the morning classes shortened.
period the following program is planned.

It is for this homeroom

CHAPTER II

OBJECfIVES OF THE H<JmROOM
The stated objectives of the homeroom, as found in books, magazines,
school outlines and other sources are numerous.

These stated purposes

vary in insight and appreciation all the way from the homeroom which
handles only administrative routines to the fully developed ''homeroom"
concept.
McKownl indicates four major purposes of the homeroom.

The first

of these is to develop and maintain desirable pupil-teacher relationships;
the second, to guide the pupil; the third, to develop desirable ideals
and habits of citizenship; and the fourth, to expedite the handling of
administrative routines.
Dunsmoor and Miller 2 urge the inclusion of the following purposes:
1.

To make suitable and continuous provision for the school adjustment
of all students.

2.

To develop desirable civic-ethical-social attitudes in students and
to provide opportunities for their practice in school situations
through assumption of responsibilities and the development of group
loyalty.

3.

To encourage and develop worthy and intelligent leadership and
"followership."

4.

To provide occupational information and to t1elp students appreciate
the vocational significance and values of school activities.

c. McKown, Home Room Guidance, Second edition (New York:
McGraw-Hill Book Company, Inc., 1946), pp. 27-45.
1H.

2
C. c. Dunsmoor and L. M. Miller, Principles ~Methods of
Guidance for Teachers (Scranton, Penn.: International Textbook Company,
1949), pp:-272-273.

3

The writer found the following ()bjectives to meet best the
purposes of the junior high homeroom: 3
1.

To provide a means to handle administrative routines efficiently.

2.

To provide a school home for each pupil where he can be known well
as an individual and where he can come for advice and assistance
with his personal problems and difficulties.

3.

To provide a place for informal group discussion of inunediate
problems and issues facing boys and girls.

4.

To provide practice in democratic government.

5.

To provide an opportunity for groups of pupils to carry on worthwhile activities for the school or for the connnunity.

3~~~~~~'Senior High Advisor's Blue Book (Minneapolis:
Division of Instruction, Minneapolis Public School), pp. 2-4, cited by
Barbara H. Wright, Practical Handbook for Group Guidance {Chicago:
Science Research Associates, 1948), pp. 19-20.

CHAPTER III
INTRODUCf ION FOR TEACHERS
The homeroom is a "home" away from home for the junior high
student.

Guidance in the homeroom should be a process by which one

person, the homeroom teacher, helps the other, the student, satisfy his
needs for acceptance, security, affection and a sense of service at a
time when such help is needed most in the

no~man's-land

called adoles-

cence.
The homeroom is a place where each student can be known well as
an individual and where he can come for advice and assistance with his
personal problems and difficulties.

The homeroom provides an opportunity

for informal group discussions of immediate problems and issues facing
students.

It provides practice in democratic government and an

opportunity for groups of students to carry on worthwhile activities for
the school and the community.*
An effective guidance program furthers the work of every subject
teacher.

Achievement in each subject will be increased if the ambitions

of students to succeed in their school work can be aroused, if their
attitudes and manners are improved, and if they are happier.
This manual is intended to serve as a guide for the homeroom
teacher in assisting adolescents in meeting their needs.

The suggested

*Above material taken from Practical Handbook for Group Guidance,
Barbara H. Wright (Chicago: Science Research Associates, 1948), pp. 1920.
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program contains lists of possible activities for each week.

It is

not intended that the homeroom teacher feel he must adhere strictly to
the program, but may incorporate his own ideas at any time.

The

counselor will confer with each homeroom teacher monthly or more often
if deemed necessary for the purpose of evaluating the program.
The suggested plan of homeroom activities for the seventh grade
has been planned for the weekly forty minute homeroom period.

A

business meeting conducted by the homeroom officers will precede the
program.

The officers: president, vice-president, secretary and

treasurer, will hold office for one semester.

New officers will be

elected for the second semester.
The homeroom program has been divided into five units: orientation,
study skills, personal growth and development, occupational infonnation
and leisure time.
The orientation unit of seven weeks includes acquainting students
with the building, the school handbook, parliamentary information and
the extra-curricular program.

Only three weeks is spent in acquainting

students with the routine and rules of the school as these new students,
except for about thirty, attended the sixth grade in a section of the
junior high building.

The writer feels that the student's understanding

of the parliamentary infonnation is pertinent if the student is to have
a feeling of belonging to the homeroom group and the club of his choice.
The study skills unit encompasses eight weeks followed by a four
week review later in the program.

The unit includes library instruction,

instruction in how to study effectively, and the budgeting of time.
intent of this phase of the program is to assist students in the
development of effective study habits.

The

6
The personal growth and development unit encompasses ten weeks.
Areas included are manners, honesty, how to win friends, popularity,
respect for property, development of responsibility, self-control and
kindliness.

It is intended that this phase assist students in the

building of desirable ideals, attitudes and sense of values.
The two week unit of occupational information has been developed
to acquaint students with the occupations of the community.

It is the

intent to direct the students' thinking in the direction of occupations
and education.
The last three weeks is concerned with the wise and worthy use of
leisure time.

The unit is intended to serve as a guide for students in

their vacation activities.

CHAPTER IV
SUGGESTED HOMEROCJ.1 PROGRAM FOR SEVENTH GRADE
Orientation
1st week:
Tour of the building.
Each seventh grade homeroom will be assigned two junior
counselors, an eighth grade boy and girl. The junior
counselors will take their assigned homeroom on a tour
of the building adhering to the class schedule of their
group. The classes will be five minutes in length. The
counselors will have been instructed by the school
counselor as to their duties.
Get acquainted period.
Suggested activities.
Pair the members of the class and allow time for partners
to interview each other, giving the signal at half-time
to change sides, call time. Let each student make a
short speech in which he introduces his partner to the
group.
Have students form two circles, one outside the other,
partners facing each other. The outer circle stands still.
At one minute intervals a signal is given at which time
the inner circle moves one person to the right. Partners
converse until the signal is again given for change.
2nd week:
Distribute the Jefferson Junior High Handbook (see Appendix A,
page 2~ to each student. This is to be kept in the student's
notebook. Discuss the contents of the handbook with the homeroom group.
~ ~

teacher

Some time within the next week the English department will
have each student write his autobiography. Upon completion of
the assignment, they will be distributed to become a part of

8

each student's permanent record. The homeroom teacher will
find this medium an excellent source of information concerning
the students' problems, attitudes, interest and associates.
It is desirable, after the homeroom teacher has had time to
review the permanent records, to have a conference with each
student. It is suggested that each teacher have such a
conference with each student sometime during the first semester.
The autobiography may often serve as a basis for establishing
conversation in such interviews.
3rd week:
Review information found in handbook.
Suggested activities.
Using the information in the handbook have a "Handbook
Bee 11 (fashioned after a spelling bee).
Question and answer game. Questions are written on
separate sheets of paper. These may be prepared by the
homeroom teacher or each student may be asked to write
two questions. The appointed chairman calls on one
member to read his question, choosing another from those
indicating that they know the answer, to answer. If the
answer is correct, the question is given to him. The
student holding the greatest number of slips at the end
of the game is the winner.
Explain the mid-grading period letters.
4th week:
Present parliamentary procedure information.
Suggested activities.
Film, "Parliamentary Procedures," followed by discussion
of the film.
Explain the origin of the expression "parliamentary
procedure."
Explain why parliamentary procedure is necessary.
Discuss general rules for conducting a meeting. Give
each student a copy of parliamentary information (see
Appendix B, page 26). (Copies available in guidance
office.)
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5th week:
Present parliamentary procedure information, continued.
Suggested activities.
Conduct mock meetings. Have students obtain
recognition to state motions, vote on motions, make
amendments, table motions and postpone motions.
(4-H Handbook i£!: Officers explains this very well
for students.)
See Appendix C, page 28 •
Explain the purpose of homeroom officers who will be elected next
week.
6th week:
Explain the student council activities and on what basis
homeroom representatives are elected.
Elect homeroom officers.
Have meeting conducted by new officers.
7th week:
Elect student council representatives.
Explain club program (see Appendix D, page 36).
Assist each student select the club in which he is interested
and feels he will be happy.
Note !.£. teachers
At report card time the teacher will have an excellent
opportunity to hold individual conferences with those students
who are low achievers.
Study Skills
8th week:
The librarian will instruct each homeroom in library usage-Dewey decimal system, use of card catalogue, location of
reference material, care of books, how to locate books, how
to check out books and the library rules. The schedule will

10
b~ 7:1 group the 8th week, the 7:2 group the 9th week, etc.
The homeroom teacher may adapt this program accordingly.

Encourage use of good study habits.
Suggested activities.
Read together the booklet, !!x_ Guide E.£_ Better Studying,
Eichler and Lerch (Elizabethtown, Penn.: Continental
Press, Inc., 1956). (Booklets are available for each
student in guidance office.)
See Appendix E, page 39 •
Elect two representatives to the Junior Red Cross Council.
9th week:
Encourage use of good study habits, continued.
Suggested activities.
Film, "How to Study, 11 followed by group discussion of
film.
See Appendix F, page 41.
See Appendix G, page 42.
10th week:
Give instruction in taking useful notes.
Suggested activities.
Read together pp. 14-16, Study Skills, Ivan E. Miller
{Kirksville, Missouri: Educational Services, 1956).
Read together pp. 29-33, .!!2:!! ~ Study, Thomas F. Staton
(Minneapolis, Minnesota: American Guidance Service, Inc.,
1959). (Both booklets available in guidance office.)
Provide experiences in note taking by reading informative paragraphs and guiding students in organizing and
recording the pertinent information.
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11th week:
Discuss preparing for and taking tests.
Suggested activities.
Discuss rules for preparing for tests (see Appendix
H, page 43).
Present rules to follow when taking an essay type
test (see Appendix I, page 44).
Present rules to follow when taking an objective
type test (see Appendix J, page 45).
Use the following booklets:
How~

Study, Thomas F. Staton, pp. 50-56.

How.!:.£ Study, Ivan E. Miller, pp. 16-17.
(Available in guidance office.)
12th week:
Discuss budgeting of time.
Suggested activities.
Use Appendix K, page 46,as the introduction.
Suggest students consider budgeting their time, and
compile a list of advantages and disadvantages.
Assign students to keep chart, My Weekly Schedule,
(see Appendix L, page 47) for coming week.
13th week:
Discuss budgeting of time, continued.
Suggested activities.
Assist students in evaluating the weekly schedule
charts they prepared during the past week.
Discuss with the group as a whole how they could
wisely spend their time to include homework and
leisure time.

12
Discuss the problems of studying, and radio and television.
Discuss the length of time one can study without a break
in order to achieve desirable results.
14th week:
Discuss studying independently.
Suggested activities.
Film, "Homework, Study on Your Own," followed by discussion
of film.
See Appendix M, page 48.
15th week:
Discuss reasons for low grades.
Suggested activities.
Use Appendix N, page 49. This may be used as a check list
for students; tabulation of items checked followed by
discussion of those highest tabulated. The list may be
used as material for a panel discussion or a discussion
of the complete list might be the most desirable.
Use Appendix O, page 51, for evaluation of study skill unit.
Personal Growth and Development
16th week:
A look at manners.
Suggested activities.
Film, ''Mind Your Manners."
Follow up the film with sociodramas of points presented
in the film.
See Appendix P, page 52.
Appoint groups of four to dramatize for next week
situations portraying the proper conduct of students
at a school dance
in the corridors
on the street
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at
in
in
in
in

sports events
the classroom
public buildings
conversation
the cafeteria

17th week:
A look at manners, continued.
Suggested activities.
Dramatizations by students.
Have each student think of an embarrassing incident,
a ''Was My Face Red" situation in 'Which he made a
mistake in courtesy. Discuss these in a goodnatured manner.
Prepare a list of "do 1 s" and "don'ts" for such
settings as the following:
library
principal's office
restaurant
movie
church
store
18th week:
Let's be honest.
Suggested activities.
Film, "How Honest Are Youl 11
Use Appendix Q, page 55, as a basis for panel
discussions or a question and answer period.

See Appendix R, page 57.
19th week:
How to win friends.
Suggested activities.
Film, "How Friendly Are You? "followed by
discussion of film.
Assist students in compiling list of characteristics
of the friendly student.
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See Appendix S, page 58.
Election of new officers.
20th week:
How to be popular.
Suggested activities.
Film, "Are You Popular?"
Assist students in compiling list of characteristics of the popular students they know. Discuss
how these qualifications can be met by others.
Read and discuss the pamphlet, You and Your
Personality, Elizabeth Lunn (Kirksville, Missouri:
Educational Services, 1959). (Copies available in
guidance office.)
21st week:
Let's respect property.
Suggested activities.
Film, "Other People's Property."
See Appendix T, page 59.
See Appendix U, page 61.
22nd week:
Developing responsibility.
Suggested activities.
Film, "Developing Self-Reliance," followed by discussion
of film.
Use Appendix V, page 62, for self analysis and discussion.
23rd week:
Developing self-control.
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Suggested activities.
Film, "Act Your Age."
Use questions on self-control as basis for
discussion (see Appendix W, page 63).
24th week:
Let's be kind and considerate.
Suggested activities.
Use outline, Appendix X, page 65.
25th week:
''What Would You Do If."
Suggested activities.
See Appendix Y, page 67.
Use Appendix Z, page 69, to evaluate the personal growth and
development unit.
Study Skills Reviewed
26th week:
Discuss memorizing.
Suggested activities.
Film, "How to Remember," followed by discussion.
Learn to memorize efficiently (see Appendix A1 , page 70).
27th week:
Review how to study.
Suggested activities.
Read and discuss booklet, .!!2! To Study, Ivan E. Miller.
(Copies available in guidance office.)
See Appendix F, page 41 •
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28th week:
Keeping up with studies.
Suggested activities.
Film, "Keeping Up With Your Studies. 11 In follow up
discussion stress the work habits presented in the
film.
See Appendix E, page 39.
29th week:
Review tools of learning.
Suggested activities.
Read and discuss booklet, ~To Study, Thomas F.
Staton, pp. 29-37. (Copies available in guidance
office.)
Use questionnaire, Appendix B1, page 71.
Occupational Information
30th week:
Survey the occupations in the community.
Suggested activities.
Divide the group into small groups for the purpose
of compiling a list of occupations in the connnunity.
Bring groups together and compile lists into one list.
Group again and have students determine the educational
requirements, hours on the job and some idea of the
salary of the list assigned.
Bring groups together and discuss as a group the
findings of the smaller groups.
Appoint a vocation committee to be responsible for
a bulletin board display on occupations.
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31st week:
Discuss choosing a career.
Suggested activities.
Film, "Choosing Your Occupation."
Discuss problems in choosing a career.
Point up the fact that they should be thinking along
such lines for they will be planning their high school
program at this time next year. Point out the fact
that the courses chosen in high school have a great
deal to do with their future.
Leisure~

32nd week:
Discuss leisure time.
Suggested activities.
Film, 1 -Better Use of Leisure Time," followed by a
discussion of film.
Guide and direct a discussion of hobbies.
Plan a hobby show for next week.
33rd week:
Hobby show.
34th week:
Discuss vacation time.
Suggested activities.
Compile a list of jobs available for junior high
students (mowing lawns, caring for neighbors' children,
helping in the garden, etc.).
Discuss the recreational program and the library book
club which are available to the students each sunmer.
Encourage the students to be active in a summer activity.
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APPENDIX A

to

JUNIOR

HIGH

It is our hope that you will read this booklet carefully and that the
information will help make your days in junior high pleasant and
memorable.
The Principal and
Teachers of J. J. H.

s.
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JEFFERSON JUNIOR HIGH
The following information about the program and procedures in the
Junior High has been prepared in the hope that it will help make the
change from grade school to the Junior High a most pleasant one. READ
IT CAREFULLY, AND SHOW IT TO YOUR PARENTS.
ATTENDANCE 1.
2.

3.

4.

Regular attendance is necessary i f your child expects to
succeed in school.
The Illinois School Law requires that a child attend school
until he or she is 16 years old.
Illness, death in the family, and emergency situations are the
only reasons for excused absences. Travel, shopping, dental,
and medical appointments should be confined to after school
hours whenever possible.
An excuse, signed by parent or guardian, is to be presented
to the office when a child returns to school after any absence.

FEES 1.

2.

Book Rent - $5.00 per year. This is payable to the homeroom
teacher on the opening day of school. Make checks payable to
Jefferson Junior High Activity Fund.
Art, Shop, and Home Economics - there is no set fee, but
children will find it necessary to spend small amounts of money
from time to time for supplies.

SCHOOL PROGRAM 1. Class periods are 45 minutes in length with 2~ minute intermissions between each period.
2. Seventh graders study the following:
Mathematics
Language Arts - this includes English, Reading, and Spelling
Geography
Physical Education, Health, and Safety
Shop - 1/2 year for boys, Home Economics - 1/2 year for
girls
Art - 1/4 year for everyone
Music - 1/4 year for everyone except those in band or
orchestra
Band and Orchestra are elective
3. The starting and closing time for school will be determined by
the bus schedule. We will probably start at 8:40 and dismiss
at 3: 45.
4. School Clubs are a part of regular program and will be listed
each year.
SCHOOL BUSES 1. Mr. C. E. Speck, in the Board of Education Office at 1115
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2.

Monroe Street, arranges all transportation in the school
district. If you have any questions, please direct them to
him - Phone 5-2443.
Problems pertaining to conduct on the school buses are important to us. Please call or write the principal.

ATHLETICS 1. We have a light and heavyweight squad in both basketball and
track. These are the only teams that have played other schools
this past year.
2. If a boy wants to participate in athletics, he must have
parents' consent and he must be examined by a doctor. There
is a special form for this which may be obtained in the
principal's office in October.
PHYSICAL EDUCATION 1. The Illinois School Code requires each child to take physical
education.
2. We reconmend that each boy and girl wear a uniform outfit for
physical education. This will be described to the students on
the first day of school by their teachers. The shoes, gym
clothes, etc. can be purchased at the local stores.
3. A shower is required at the end of P.E. Class unless you have
a skin disorder such as athletes foot.
4. If you have been ill or injured and should not participate in
P. E. Class activities, your family doctor should write a note
to the teacher of this class.
5. After an illness or injury, a permit from your doctor is
necessary before class participation.
6. Mark your gym shoes and suit with your name.
SCHOOL ACIIVITIES 1. We attempt to have all school activities a part of the regular
school day so that students who ride the buses may participate.
2. In addition to band, orchestra, and the athletic teams previously mentioned, there are the following activities:
Noon-Hour Intramurals
$afety Patrol
Science Club
Dances
Student Council
Junior Red Cross
Operetta or Plays
Newsette
There are a total of about 12 clubs each year which students
may join.
SCHOOL INSURANCE 1.

Every child in the Junior High is insured against injury while
at school. This insurance does not cover the entire bill, but
in such cases the doctor usually sends you a bill for the
amount not covered by the policy.
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2.

In case of injury at school requiring prompt medical care,
you will be taken to the doctor and your parents called. When
you return to school, you should report to the principal's
office and fill out an insurance claim form. When a check is
received from the insurance company, it is mailed to the
parent and at the same time, your doctor is notified that the
check has been received and mailed to the parents.

SPECIAL AWARDS The sole purpose of these awards is to give recognition to students
who do outstanding work while they are in Jefferson Junior High.
1.
2.

3.
4.
5.
6.
7.
8.
9.

Student Council Members - medal
Honor Awards to students who make a 4.25 average or above either one or two years, or both. Students who have made this
average for five of the 6 six-weeks periods in the Seventh and
Eighth Grades are eligible - medal.
Spelling - the champion speller of the annual spelldown - medal
Citizenship to the Eighth Grade Boy and Eighth Grade Girl
selected by the teachers - medal
Basketball boys - letters
Cheerleaders - letters
Patrol boys - pins
Band Members who received "firsts" at contest will be recognized
Science Club Members - awards

BUILDING REGULATIONS There is no need for a long list of "do's" and "don'ts" if everyone
will remember these few things:
1.
2.
3.
4.
S.
6.

7.
8.
9.
10.

Respect the property and rights of others.
Walk at all times in the corridors and on the stairs.
Help keep the building and grounds neat and clean at all times.
Keep to the right in corridors and stairs and be especially
careful on the stairs.
Please be as quiet as possible and keep voices down while in
the building.
Help keep our buildings clean by a. avoiding writing on walls or furniture.
b. picking up loose papers.
c. cleaning muddy shoes.
Enter the building only after bell time.
Students must clear the auditorium, halls, and stairs after
school.
Use the South and East entrances only.
Use outside steps to enter or leave building only.
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DRINKING
1.
2.
3.

FOUNTAINS Line up and wait your turn quietly without pushing.
Don't take too long to drink.
Never play with the fountain or water.
4. Keep water off the floor.
5. Never spit anything into the fountain bowls.
6. Because of the small number of fountains in the Junior High
Building, all P. E. students should get a drink in the gym
before returning to the main building.

USE OF THE REST ROCMS •
1.
2.

3.

4.

Rest rooms are for all to use - please avoid unnecessary
noise, visitation or playing.
Use lavatories, towels, soap dispensers, and toilets properly.
Use towels only as needed.
Help keep lavatories clean. Spitting in lavatories is unclean
and unhealthy.
If toilets do not work properly, notify the janitor, your
teacher, or the principal at once.

BICYCLES OR SCOOTERS 1.

2.
3.
4.

You may ride bikes to school if you live several blocks from
school. We recommend locking your bikes as the school cannot
be responsible for damaged or lost bikes.
Park bikes near the North fence away from the incinerator.
Ride only your own bike and ride it only to and from school.
Always obey traffic rules. Watch for pedestrians and cars.

SAFETY PRECAUTIONS 1.

2.
3.
4.
5.
6.

Cross only at intersections. Sixth and Madison and Eighth and
Madison are the only protected corners. Use these going and
coming.
Look both ways before crossing the streets.
Avoid throwing balls into the streets.
Obey all rules of safety that should be known by Seventh and
Eighth Graders.
Obey Patrol Boys who are on duty.
Students are not to leave the school grounds during school hours
unless the office grants permission.

PLAY AREAS 1.
2.

3.
4.

Play on the East black top, North
and on the large playground North
Help protect the front lawn South
GRASS''•
Football and softball throwing or
North field only.
Streets are reserved for traffic.
the streets.

and Northeast of main building
of Adams Street.
of main building. "KEEP OFF
playing will be done on the
No games will be played in
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5.
6.

7.

Avoid sliding or running out into the streets.
The area between the gym and the main building is a passing
area only.
The play area on the West side of the gym is for grade
school children only.

COURTESY l.

2.
3.

4.
5.

Learning good manners is just as important as learning many
other things in school. Good manners make things run more
smoothly. They help people to work together more happily.
Make them a part of your habits.
Students are to address their teachers properly. calling
teachers by their first or last name shows poor manners.
Using "please" and "thank you" and "pardon me, 11 when needed,
is one of the marks of a courteous person.
Be thoughtful of others.
Remember - "GOOD MANNERS ARE CONTAGIOUS."

STUDENT DRESS 1. Student should be neat and clean in dress.
2. Boys should wear belted trousers.
3. Girls should wear skirts and blouses or dresses.
THE OFFICE -

1.
2.
3.
4.

The principals' office is not a place to congregate. Go there
only if you have a purpose for being there.
Unnecessary phone calls will not be permitted. Ask permission
from your teacher before coming to the off ice for phone calls.
Come to the office alone. Do not bring a buddy along.
If you find lost articles, bring them to the office. If you
lose articles, check with the secretary.
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APPENDIX B

PARLIAMENTARY INFORMATION
The president
1.
2.
3.
4.

Conducts all meetings
Appoints all committees
Enforces the rules and regulations
Has no vote except in the case of a tie

The vice-president
1.
2.

Acts as right-hand man to the president
Serves in the absence of the president

The secretary
1.
2.
3.
4.
5.

Keeps a written record of all the proceedings of the club
At each meeting reads the minutes of the preceding meeting
Calls the roll for attendance
Handles all correspondence for the club
Keeps all valuable papers belonging to the club

The treasurer
1.
2.
3.

Keeps a record of all receipts and disbursements
Handles all money of the club
Reports at each meeting

The order of business
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Meeting called to order
Secretary's report read, corrected and accepted
Roll call
Treasurer's report
Standing committee reports
Special conunittee reports
Old business
New business
Program
Adjourmnent

Secretary's report

1.

2.

Who met
When met
Where met
Why met
Who presided
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3.
4.
5.
6.

Secretary's report
Treasurer's reports
Committee reports
Business - all motions made and their disposal, all conunittees
appointed
7. Program
8. Adjournment to meet again
Signature

Treasurer's report
l.
2.
3.
4.
5.
6.

Balance on hand
Receipts
Balance
Disbursements
New balance
Signature and date

Above material taken from Handbook for Homeroom Guidance, Vivian
Ross, (New York: Macmillan Company, 1956):-P°p. 54-56.
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APPENDIX C

PARLIAMENTARY PROCEDURE INFORMATION ACTIVITIES
~

E.£. teacher.
Choose one student and have that student make all the motions,

while some member of the class seconds each motion made without delay.
Also have the student announce "No discussion" (to save time) and do
the voting.

Have other students take turns as momentary chainnen.

They

will state the motion just made and seconded, ask for discussion, or put
it to a vote or announce the vote, the result of the vote and then tell
what is next in order for the assembly.
Each cf. the lessons includes a complete dialogue between the
student who presents the motions and the student chairm411 so as to
illustrate concretely just how it should be handled by the chairman.

The

following suggested dialogues illustrate the moving and the adoption of
a simple main motion and amending, tabling and postponing motions.

o.

The above material is taken from Junior Manual for Group Leadership,
Garfield Jones. (New York: D. Appleton-Century Company, 1934), pp.

9, 13-15.
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MAIN MOTION (OR QUESTION)

Chairman 1: - Raps desk with gavel or his knuckles. "The Meeting
will come to order. Is there any business?"
Student: - ''Mr. Chairman."
Chairman 2: - ''Mr .student."
Student: - "I move that we have a party. 11
Member of the group: - "I second the motion."
Chairman 3: - "It is moved and then seconded that we have a party.
there any discussion?"

Is

Student: - nNo discussion."
Chairman 4: - ''The vote is on the motion that we have a party.
favor say 'I 1 • Those opposed say 'no:•."

Those in

Chairman 5: - "The 'I's' have it and the motion to have a party is
carried. Is there any other business?"
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MAIN MOTIONS AND AMENil1ENTS
Chairman 1: - (Sounds gavel) 'The meeting will come to order.
any business?"

Is there

Student: - "Mr. Chairman."
Chairman 2: - ''Mr. Student."
Student: - "I move that we have a picnic."
Member of the group: - "I second the motion."
Chairman 3: - "It is moved and seconded that we have a picnic.
any discussion?"

Is there

Student: - ''Mr. Chairman. 11
Chairman 4: - ''Mr. Student."
Student: - "I move that we amend the motion by adding the words 'Friday
afternoon' • "
Member of the group: -

ur

second the amendment."

Chairman 5: - "It is moved and seconded that we amend the motion by
adding the words 'Friday afternoon' so that the motion
if amended will read 'That we have a picnic Friday afternoon'. Is there any discussion on the amendment?"
Student: - "No discuss ion."
Chairman 6: - "The vote is on the amendment that we add the words
'Friday afternoon.' Those in favor of the amendment
say 'I' • Those opposed say 1 no 1 • "
Chairman 7: - "The 'I's' have it and the amendment is carried. The next
business is the motion as amended which reads 'That we
have apicnic Friday afternoon.• Is there any discussion
on the motion as amended?"
Student: - ''Mr. Chairman."
Chairman 8: -''Mr. Student."
Student: - "I move that we amend the motion by adding the words 'at
Ottawa Park.'"
Member of the group: - "I second the motion."
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Chairman 9: - nrt is moved and seconded that we amend the motion by
adding the words 'at Ottawa Park' so that the motion,
if amended, will read 'that we have a picnic Friday
afternoon at Ottawa Park.' Is there any discussion on
the amendment?"
Student: - "No discussion."
Chairman 10: - "The vote is on the amendment that we add the words 1 at
Ottawa Park.' Those in favor of the amendment say 'I'.
Those opposed say 'no'."
Chairman 11: - "The 'I's' have it and the amendment is carried. The
next business is the motion as amended which reads 'that
we have a picnic Friday afternoon at Ottawa Park.' Is
there any discussion on the motion as amended?"
Student: - "No discuss ion."
Chairman 12: - "The vote is on the motion as amended which reads 'that
we have a picnic Friday afternoon at Ottawa Park.'
Those in favor of the motion as amended say 'I'. Those
opposed say 'no'."
Chairman 13: - "The 'I's' have it and the motion as amended is carried,
is there any other business?"
Student: - ''Mr. Chairman."
Chairman 14 - ''Mr. Student."
Student: - "I move that we adjourn."
Member of the group: - "I second the motion."
Chairman 15: -"It is moved and seconded that we adjourn.
say 'I 1 • Those opposed say 'no 1 • 11

Those in favor

Chairman 16: - "The 'I's' have it and the motion to adjourn is carried.
You stand adjourned."
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SUBSIDIARY MOTIONS
Chairman 1: - "The meeting will come to order.

Is there any business?"

Student: - ''Mr. Chaitman."
Chairman 2: - ''Mr. Student."
Student: - "I move that we have a school dance."
Member of the group: - "I second the motion."
Chairman 3: - "It is moved and seconded that we have a school dance.
there any discussion?"

Is

Student: - ''Mr. Chairman."
Chairman 4: - ''Mr. Student."
Student: - "I move that we refer this matter to the entertainment
committee.,"
Member of the group: - "I second the motion."
Chairman 5: - "It is moved and seconded that we refer this matter to the
entertainment committee. Is there any discussion?"
Student: - "No discussion."
Chairman 6: - "The vote is on the motion to refer this matter of a school
dance to the entertainment committee. Those in favor of
the motion to. refer say 'I'. Those opposed say 'no' .. "
Chairman 7: - "The 'I's' have it and the motion to refer is carried. The
secretary will refer this matter of a school dance to the
entertainment committee for investigation and report. Is
there any further business?"
Student: - ''Mr. Chairman. 11
Chairman 8: - "Mr. Student."
Student: - "I move that we have a homeroom pin."
Member of the group: - "I second the mot ion. 11
Chairman 9: - "It is moved and seconded that we have a homeroom pin.
there any discussion?"
Student: - ''Mr. Chairman."

Is
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Chairman 10: - ''Mr. Student."
Student:

"I do not know just what such a pin would cost. Perhaps we
should postpone consideration of this matter until we can
learn the probable cost. Therefore, I move that we postpone consideration of this motion until the next meeting."

Member of the group: - "I second the motion."
Chairman 11: - "It is moved and seconded that we postpone consideration
of this motion about a homeroom pin until the next meeting. Is there any discussion as to the advisability of
postponement?"
Student: - "No discussion."
Chairman 12: - "The vote is on the motion to postpone consideration of
this homeroom pin proposition until the next meeting.
Those in favor of postponement till the next meeting
say 'I'. Those opposed say 'no'•"
Chairman 13: - ''The 'I's' have it and the motion to postpone consideration until the next meeting is carried."
Student: -

Mr. Chatman."

11

Chairman 14: - ''Mr. Student."
Student: - "I move that we adjourn."
Member of the group: - "I second the motion."
Chairman 15: - "It is moved and seconded that we adjourn. Those in favor
of adjournment say 'I'. Those opposed say 'no'."
Chairman 16: - ''The 'I's' have it and the motion to adjourn is carried.

You stand adjourned."
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Note E,2 Teacher
The following may be used as a role-playing situation followed
by a critical review.
Chairman: - ''Will the meeting please come to order. The secretary
will read the minutes of the last meeting."
Secretary: - "The meeting was called to order by the president. The
secretary took the roll and read the minutes. Bill gave
the treasurer's report. The Student Council report was
given. We had election of officers. Then the program
was presented. Meeting was adjourned. Respectfully
submitted, Jane Myers, Secretary. 11
Chairman: - "You have heard the minutes.

Are there any corrections'?"

Jane Smith: - ''Mr.Chairman, I believe that in the secretary's minutes
the names of the new officers and the people on the
program should be given for later reference."
Chairman: - "Are there any further

corrections~"

Mary Jones: - ''We talked about whether we should have an All-club party
or a Homeroom party. Would you rather have another Allclub party or each Homeroom have a party'?"
(They vote and decide to have an All-club party.)
Chairman: - "Is there any new business'?"
Bill Stone: - ''Mr. Chairman, I rise to a point of order. I think that
the unfinished business should come before new business."
Chairman: - ''The presidents who have been in office before me have all
put new business before old business."
Chairman: - "The program connnittee will now take charge."
(After the program, the chairman looks at his watch.)
Chairman: - "Is there a motion to adjourn'?"
Jim Young: - "I move we adjourn."

1
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QUESTIONS:
1.

Did the chairman start the meeting correctly?

2.

Did he continue according to parliamentary procedure?

3.

What did the chairman fail to do in Jane's case?

4.

What did Mary fail to do when she gave her report?

5.

What was wrong in the way the meeting was adjourned?

6.

Do you find any other procedures that were not parliamentary?
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APPENDIX D
CLUB PROGRAM
HOME EC. (GIRLS ONLY)

The plans for the club will be decided on during the first meetingo
Possible work will include the "Happy Way of Doing Things," "The Party, 11
11The Sewing Bee" and the "Chow Hound."
ART

The Art Club will consist of drawing in free hand and originality.
We will also use charcoal, watercolor painting, tempera painting, chalk,
crayon and pastel crayons for our pictures.
DRAMATIC CLUB
The Dramatic Club should consist of people who like to pretend and
act. We are all beginners so don't hesitate because you don't know how
to act the role of another person. We study expression, characterization,
make-up and stage procedureo
11

C" CLUB

Limited to letter winners in sports only.
LIBRARY CLUB
For those interested in books, interested in working in the library
during free periods and for those who would like to learn to use the
library in order to help others use it.
Some of the things student librarians will be doing this year:
acting as student librarians from study hall or from your class, learning
the location of books, learning to use the card catalog to locate books,
learning to shelve books, helping get new books ready for use, mending
books, helping with bulletin board, keeping books and magazines straightened and checking books in and 04t to students.
PHOTOGRAPHY CLUB
Prospective members of the photography club must bear in mind that
there will be certain required work to do. Prints must be made in the
darkroom and for proficiency, films must be developed and prints made
from your film. It will be necessary for members to have a camera. This
also should be observed--Photography is fun, but it entails ~·
NEWSETTE
This club will organize, edit, layout, print and bind our paper,
the Newsette. This paper will be published once each 6 weeks.

37
SHOP CLUB
This class will be a place in which things are designed and
manufactured. The objects made in general will be small and simple in
construction yet trying to maintain a strong interest for the maker.
We will operate as economically as possible yet there may be some
expense involved. Objectives are to learn: 1. Proper use of hand tools.
2. Useful steps in design. 3. Useful steps in construction. 4. To
like or enjoy building. S. To sketch and measure accurately. (8th
Grade Boys only)
CHORUS
This group will sing for Operetta Chorus numbers, a Christmas
Program for the School and P.T.A. The Chorus is open for all those who
like to sing and Want to sing and work.
MATH. CLUB
A Math Club has been created for those students who are interested
in math and enjoy working with numbers. Some activities of the Club will
be number riddles, puzzles, crossnumber puzzles, "brain teasers", number
jokes, and number games. Those students who enjoy math will be surprised
to find magic in numbers.
HOBBY
The Hobby Club is just what its name implies. It affords an
opportunity for those who are interested in a hobby to begin or expand
a hobby. There are almost as many hobbies as there are beans in Mrs.
Murphy's chowder, but there are enough interests conunon to all hobbies
that we can have a good club.
STUDY HALL
Unlimited number.
clubs offered.

For students not interested in any of the other
CREATIVE WRITING

Creative Writing is an opportunity for those who enjoy writing
stories, to get together with others who have the same interest. It
will give the opportunity to express ideas on paper, using the imagination, as well as using ideas from real life.

JR. RED CROSS
Membership drive for all schools in Charleston School District.
Will make tray decorations in keeping with different holidays
throughout the school year. These will be sent to hospital in Danville,
Illinois.
Will purchase gifts at Christmas time for children who are hospitalized.
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G. A. A.
The purpose of this club is to stimulate and develop the interests
and abilities of girls, through games, stunts, tumbling, and other
athletic activities throughout the school year. Limit 20 - 25.
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EIGHTEEN KEYS TO BETTER STUDYING

1.

Recognize what you don't know. Uncover your own needs. When
you fail to understand, say so. Don't be ashamed of your
ignorance.

2.

Ask questions. Ask your instructors.
But let others have their chance too!

3.

Be your own boss. Take over the running of your own life.
wait to be told when you need to work.

4.

Be confident. Tell yourself that you can do the work.
capable of more than you realize.

s.

Give yourself good study conditions. Find a place where you can
be quiet> comfortable, undisturbed, and neat. See that lighting
is adequate.

6.

Keep your supply of equipment in good order. Have everything you
will need at hand where you can find it. Don't borrow.

7.

Discover when you work best. Do your hardest work when your
energy and attention are at their peak. Don't try to do your
hardest work when you are least efficient.

8.

Work within time limits. Begin promptly and finish as soon as
you can. Doing well does not depend upon time alone.

9.

Get your work done on time. Make out a study schedule for
yourself. If you fall behind, you will generally stay there.

Ask competent classmates.
Don't

You are

10. Use libraries intelligently. Learn how to use card catalogues.
Ask librarians for help. Know the reference booksat your disposal.
11. Learn how to take notes. Make your notes reminders, not complete
records. Omit unnecessary material.
12. Learn to plan and organize a paper.
method of outlining.

Find the most satisfactory

13. Increase your vocabulary. Listen to people as they use words.
up words from your reading. Own your own dictionary.
14. Learn by practice to read faster.
pleasure.

Read as much as you can for

Pick
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15. Train your memory. Remember that you can always improve your
memory by exercising it.
16. Be sensible about examinations. See examinations for what they
are and approach them as calmly as you can.
17. Learn to study something by yourself. Find the value and the
pleasure of learning something new by means of books, people, and
the world around you.
18. Develop outside interests. No one can study all the time. Success
in study often results from achievement in other activities.

Above material taken from Study Successfully, Norris Ely Orchard.
(New York: McGraw-Hill Book Company, 1953), pp. 76-77.

41
APPENDIX F

HOW TO STUDY

l.

Form a time and place habit by studying the lesson in the same
subject, in the same place and at the same time every day.

2.

Have proper study conditions and equipment, a quiet room, not
too warm, good lights at the left, a straight chair and table,
the necessary books, tools, and equipment.

3.

Study independently. Do your own work and use your own judgment,
asking for help only when you cannot proceed without it, thus
developing the ability to think for yourself and the will power
and self-reliance essential to success.

4.

Arrange your tasks economically. Study those requiring fresh
attention, like reading, first; those in which concentration is
easier, like written work, later.

5.

Be clear on the assignment, and the form in which it is delivered.
In class take notes, when the assignment is made; mark things to
be learned carefully. When in doubt, consult the teacher.

6.

Sit straight and go at the work vigorously, with confidence and
determination, without lounging or waste of time. When actually
tired, excercise a minute and change to a different kind of work.

7.

In memorizing material, go over it quickly first, then more carefully and then again until you have it. It will help to repeat
the material aloud.

8.

In studying material to be understood and digested but not memorized,
first go over the whole thing quickly, then carefully, section by
section, if possible, then review the whole quickly.

9.

Use judgment as well as memory--analyze paragraphs, select important
points.

10. Review before going to class if possible.
11. Use all material aids available--index, appendix, notes, vocabulary,
maps, illustrations, in yourtext books and periodicals.

Above material taken from ~ Room Programs for ~ !!!!: High
School, J. c. Wright. (Keokuk, Iowa: Leak Printing Company, 1935), pp.23-24.
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APPENDIX G

STUDY HABIT QUESTIONNAIRE
1.

Do you work regularly, at definite periods?

2.

Have you a study schedule?

3.

Do you waste time getting started?

4.

Do you permit distractions?

s.

Do you seek a quiet place?

6.

Is your study primarily an attempt to remember?

7.

Do you think aloud to yourself?

8.

Do you write down your assignment?

9.

Do you write out the important points of your lesson?
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PREPARING FOR TESTS
1.

Be concerned, but don't worry.

2.

Have confidence in yourself and in your ability to pass the test.

3.

Consider the test a sort of a game.

4.

Remember that you are working for yourself, not the teacher.

5.

Review by making a list of important laws, rules, and facts.

6.

Make an outline of the main topics, then fill in with what you
consider to be topics of secondary importance.

7.

Begin your review early, don't wait until the night before the test.

8.

Study with a group of friends and if done properly, this will be
found to be stimulating and profitable.

9.

Make out a set of test questions yourself as this is a good device
for reviewing.

10. Don't cram for the test.
11. Plan definite periods for review in your study schedule.

c.

Above material taken from How to Pass a Written Examination, Harry
McKown (New York: McGraw-Hill~o~Company, Inc., 1943).
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APPENDIX I

RULES FOR WRITING ESSAY TESTS
1.

Read the directions carefully and follow them closely.

2.

Make a survey of all the questions first.

3.

Be sure you understand a question before beginning to write your
answer.

4.

Organize and simplify your answers.

5.

Build each paragraph around one main idea only.

6.

Wherever possible use example and illustrations.

7.

If asked for your own opinion, give it.

8.

Reread your answers twice.

9.

If you have an answer but are not sure of it, use it anyway.

10. If you are unable to answer a question completely, write what you
can.
11. If the time is about up and you realize that you cannot answer the
remaining questions, rapidly outline your proposed answers.
12. Check your writing, punctuation and capitalization.
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APPENDIX J
RULES FOR WRITING OBJECTIVES TESTS
1.

Don't let yourself become dismayed by the apparent length of the
test.

2.

Read and follow the directions most carefully.

3.

Be sure that you understand the meaning of a question, exercise or
statement.

4.

Don't expect to find "leads" to all answers.

S.

Make every reasonable attempt to answer all the questions.

6.

If parts of the test are worth more, give most time and attention
to those parts.

7.

Underline words such as only, always, not, usually all, never and
etc. as these will be helpful clues in answering.

8.

If a true-false test, remember that if part is false the complete
statement is false.

9.

Reread your paper as a check against carelessness.

10. Whenever in doubt rely upon your first answer.
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APPENDIX K

INTRODUCTION FOR BUDGETING OF TIME DISCUSSION
If you are at all typical of the vast majority of students, you
have at least one, if not more of the following troubles:
don't get as much studying done as you should.

First, you

Not that you don't try

or even that you don't go through the motions of studying, but somehow
or other you don't manage to accomplish as much as you know you should.
Secondly, you waste time going from one thing to another.

You try to

study too many things the same day or evening or even within an hour.
Thus you are so disorganized that you do not stay with one thing long
enough to get something done.
down to work.

Finally, you have difficulty settling

You are always getting ready to study, but for one reason

or another, a lot of time goes by before you actually tackle a job.
All these troubles are slightly different aspects of the same
thing.

When you study, you just don't use your time and apply yourself

so that you really accomplish something.
Everybody has twenty four hours a day--1,440 minutes.
you do with your time?

What do

If you kept a schedule just for one week of the

way you use your hours and minutes, you would probably be surprised.
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APPENDIX L

MY WEEKLY SCHEDULE

Hours
7-8
8-9
9-10
10-ll
ll-12
12-1

-1-2
2-3
3-4
4-5
5-6
6-7
7-8
8-9
9-10

Mon.

Tues.

Wed.

Thurs.

Fri.

Sat.

Sun.
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APPENDIX M
QUESTIONNAIRE, STUDYING INDEPENDENTLY

1.

Do you have a special room in which you usually study?

2.

What are the desirable surroundings for studying on your own?

3.

Do you have a regular time during which you usually study?

4.

Do you find it easy to concentrate while studying?

5.

Can you make a list of things that distract one when he is trying
to study?

6.

How could these distractions be over-come?

7.

How can one learn to concentrate?

8.

Do you usually preview a chapter before reading it?

9.

Do you frequently pause in your reading to summarize the material
to yourself?

10. Do you usually succeed in spotting the main ideas in paragraphs?
11. Do you usually take notes on your reading?
12. Do you go back and recite to yourself the materials studied?
13. Do you use the dictionary when you come across unfamiliar words?
14. Do you use reference material to gain more of a background in study
areas?
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APPENDIX N

REASONS FOR LOW GRADES
1.

Poor sight, hearing, teeth, etc.

2.

Illness of the pupil himself.

3.

Ineffective study habits.

4.

Lack.of attentiveness.

5.

Loss of sleep.

6.

Lack of adequate preparation.

7.

Irregular attendance.

8.

Outside work and activities.

9.

Parents not interested.

10. Carelessness in work.
11. Poor study surroundings.
12. Lack of confidence in self.
13. Dislike for the teacher.
14. Trouble with parents.
15. Trouble with friends.
16. Making trouble in class.

17. Daydreaming.
18. Failure to ask for help.
19. Lack of understanding of that discussed in class.
20. Lack of ability.
21. Poor teaching.
22. Illness at home.
23. Isn't interested in the subject.
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24.

No place to study at home.

25.

Can't find the time to study.

Above material 1-19 taken from Home Room Guidance, Harry c. McKown.
(New York: McGraw-Hill Book Company, Inc., 1946), p. 254.
20-25 taken from Handbook for Homeroom Guidance, Vivian Ross.
(New York: Macmillan Company, 1954), pp. 33-34.
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APPENDIX 0

EVALUATION OF STUDY SKILL UNIT

1.

Do you feel that you are taking better notes?

2.

Can you find a book in the library when the only
thing you know is the author's name?

3.

Do you write down your assignments?

4.

Do you set aside a special time to study at home?

5.

Do you always arrive in class with the books and
tools needed?

6.

Do you have a quiet place to study?

7.

Do you feel that you know how to review for a test?

8.

Do you plan the order of your studying?

9.

Do you read the footnotes in your texts?

10. Do you refer to the dictionary when you don't know
the meaning of an unfamiliar word?
11. Which part of this unit helped you most?

12. What do you feel you need more help with so that
you might be a better student?
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APPENDIX P
GOOD OR BAD?
Below are a number of items which concern courtesy in the classroom.
Which are good and which are bad?
1.

Paying close attention.

2.

Kicking seat in front.

3.

Laughing at mistakes of others.

4.

Offering your book to a visitor.

5.

Coming to class promptly.

6.

Having your books and papers ready.

7.

Borrowing from your neighbor.

8.

Answering questions addressed to another.

9.

Sitting up straight in your seat.

10. Saying "I don't know" if you don't.
11. Mumbling or hll1mlling to yourself.
12. Accepting fair criticism by others.
13. Interrupting when another is talking.
14. Answering µnder your breath.
15. Entering the room in an orderly manner.
16. Copying during an examination.
17. Wasting class time.
18. Marking the property of others.
19. Snapping fingers or waving hand.
20. Asking sensible questions.
21. Putting paper in the window sills.
22. Writing lesson on scraps of paper.
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23.

Borrowing without permission.

24.

Combing your hair in class.

25.

Starting to leave before class is over.

26.

Writing and passing notes.

27.

Making faces at a classmate.

28.

Chewing gum or candy.

29.

Telling another the answers.

30.

Turning in papers promptly.

31.

Addressing the teacher as ''Teacher".

32.

Throwing wastepaper on the floor.

33.

Speaking in a clear and distinct voice.

34.

Assisting in keeping equipment in order.

35.

Borrowing things from the teacher's desk.

36.

Asking foolish questions.

37.

Carving your name on the desk.

38.

Fussing noisily with books and papers.

39.

Speaking politely to the teacher.

40.

Noisily shuffling the feet.

41.

Leaving the room in an orderly manner.

42.

Slannning books on the desk.

43.

Sitting quietly when not reciting.

44.

Helping keep chairs in order.

45.

Having your pencils neatly sharpened.

46.

TriDllling fingernails in class.

47.

Leaving desk in orderly condition.

48.

Throwing wads, chalk, beans.
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49.

Keeping your book closed.

50.

Wasting class time in various ways.

Above material taken from Home Room Guidance, Harry
(New York: McGraw-Hill Book Company, 1946), p. 412.

c.

McKown.
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APPENDIX Q

GENERAL QUESTIONS ON HONESTY
1.

One student helps another on a test.

Are both dishonest?

Reasons?

2.

Is a person who accepts too much change dishonest?

3.

Is poor sportsmanship a type of dishonesty?

4.

Is there any difference between stealing a loaf of bread and stealing
a railroad?

5.

Does dishonesty every pay?

6.

Is it dishonest to "sandbag11 a mark from a teacher?

7.

Should a teacher give a failing mark to an athlete if he deserves it?

8.

Is it dishonest for a teacher to give a higher mark to an athlete
than he deserves in order to give him an "opportunity of bringing
honor to our school"?

9.

Is gossiping usually dishonest?

Who loses?

10. Should you tell when you cause damage to property?
11. Is a "bluffer" dishonest?
12. "Losers weepers; finders keepers."

Good or bad?

Why?

13. When a person is dishonest who gains?
14. Is "sneaking" into the game or the show dishonest?
15. Is discourtesy dishonest?

Why or why not?

16. Is jeering an opponent's bad play dishonest?

Reasons?

17. Which do you dislike the more, a liar or a thief?

Why?

18. What are some important causes of dishonesty?
19. If you found a dollar which you knew a certain person had lost, and
this individual owed you a dollar which he had refused to repay,
would you keep it? Why or why not?
20. Bill is caught cheating during a test. He admits his dishonesty.
What should be done with him? Should he be required to take the test
again? Should points be deducted from his score? Should he be
reported to his family?
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21.

Suppose Bill had not been caught cheating, but, because his
conscience hurt him; he went to the teacher and confessed his
action. How should the teacher receive him? What should the
teacher do? Why does it take real manhood to confess a fault
and try to make amends for it?

22.

"Copy home work is all right if you are not caught."
believe this?

Do you

Above material take.n from~ !22!!! Guidance, Harry c. McKown.
(New York: McGraw-Hill Book Company, Inc., 1946), pp. 297-299.
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APPENDIX R
HOW HONEST AM I
1.

Do I tell the truth without flinching or without a compromise?

2.

Do I face facts squarelyZ

3.

Do I copy from the work of others?

4.

Do I avoid exaggerating?

5.

Do I misrepresent facts?

6.

If I am unprepared in an assignment, do I tell the teacher the real
reason instead of alibing?

7.

If I do not have my lesson, do I admit it instead of "bluffing"?

8.

Am

9.

If I lie am I a true friend?

I always "above board" in taking examinations?

10. Do I mark the papers of others correctly?
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APPENDIX S

HOW WELL DO YOU GET ALONG WITH PEOPLE?
1.

Do you respect the views of others?

2.

Do you try to force your opinions upon others?

3.

Are you able to accept constructive criticism of yourself graciously?

4.

Can you accept success without being "high-hat?"

5.

Do you admit you are not perfect and therefore not always right?

6.

Are you willing to admit there are two sides to a question?

7.

Are you willing to accept advice from your teachers and principal?

8.

Do you judge an organization by its entire membership rather than by
your dislike for a few members?

9.

Do you know when to talk and when to keep still?

10. Can you get along with people who are older than you are?
11. Do you criticize others only in a friendly way?
12. Can you laugh at a joke on yourself without becoming angry or
embarrassed?
13. Can you control your temper when you are aggravated?

14. Can you be trusted to handle things of value?
15. Are you kind to those who are less fortunate than yourself?
16. Can you keep a secret?

Above material taken from~~ Program 12!. !2.!!!'.. ~!!!.a!:!._
Schools, J. c. Wright. (Keokuk, Iowa: Leake Printing Company, 1935),
pp. 176-177.
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APPENDIX T
RESPECT FOR PROPERTY
A.

B.

c.

Respect for your own property.
1.

What is meant by respect for your own property?

2.

Why is such respect necessary?

3.

How is such respect shown?

4.

May an individual destroy his own property lawfully-burn his
own house or break out his windows, for instance? What will
happen if he does? Why?

5.

Do you think that respecting your own property will help you
to respect the property of others? Why?

Respect for the property of others.
1.

Why should you respect property that belongs to another?

2.

What is meant by "rights" of others?

3.

Do you like to be issued books that are in good shape?

4.

Do you suppose other students like similar books?

5.

How can you ensure that the books will be in good shape?

6.

Suppose you borrowed and lost a book?

7.

What does "trespass" mean?

8.

Is cutting across a neighbor's lawn "trespass"?

9.

Just how can one show respect for the property of others?

Why?

What should you do?

Is it lawful?

Why?
Why or why not?

Respect for public property.
1.

Suggest several reasons why some people do not like to live
near a school.

2.

"Only persons of low breeding damage or deface public property."
Do you agree with this?

3.

Do you believe that a public-property defacer would like to have
his own property damaged? Then is he honest?
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4.

Is picking flowers in a public park stealing?

5.

At Hollowe'en and other "prank" times public property is often
defaced and damaged. Is this right?

6.

Is defacing the school building, sidewalks, etc., just before
a game showing respect for property?

7.

Why is such defacing done?

8.

Imagine that you accidentally break a school window and no
one sees you do it. What should you do? Why?

9.

"The street, sidewalk, park, and schoolhouse and public property
is in part mine, so why shouldn't I throw peelings, wastepaper
and other trash in or on them if I want?" asked one student.
How would you answer him?

10.

Who gains?

Who loses?

Why?

How can we encourage respect for public property?

Above material taken from Home ~ Guidance, Harry
(New York: McGraw-Hill Book Company, 1946), pp. 301-302.

c.

McKown.
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APPENDIX U
CASE STUDY OF RESPECT FOR PROPERTY
James is given a science study outline at the beginning of the
semester. The teacher explains that only one outline is to be allowed
to each pupil during the semester. James thinks it would be easier if
he had one at home as well as at school. He takes his study outline
home and "loses it" for a while. During this time the teacher permits
him to take another copy. He does the same way with other materials as
paper, pencils and pens. After a while he really does lose his study
outline and "borrows" one from Sam, his friend. He tells Sam to ask for
another. Sam does so, and is given another outline. James thinks this
is a "swell trick" so he brags it to the other fellows. They think it
is clever so they try it too. Some "get by" and some do not.
1.

Do you have any friends who are like James?

2.

If he really loses his outline, is it all right to ask for another one?

3.

Did he realiy steal Sam's outline?

4.

If Sam had known that James took the outline, would it have altered
the situation? Would Sam have been stealing for James? Would he
have been shielding him? Could Sam be called an accomplice?

s.

Since the outline did not cost Sam or the teacher anything, James
says he did not steal from them? What do you think?

6.

If it had been Sam's own outline instead of school property, would
that have been different? Why?

7.

If Sam had owned several outlines more than he needed, would that have
made a difference?

8.

What is the difference between stealing, borrowing or playing a joke
on some one?

Why not?

Above material taken from ~ ~ Programs for ~ ill!: !!!..8!!
Schools, J. c. Wright. (Keokuk, Iowa: Leake Printing Company, 1935), pp.
121-122.
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APPENDIX V

RESPONSIBILITY
At School

----- Do you bring to class the materials you are expected to have?
----- Do you listen to instructions as they are given?
you behave as well when the teacher is out of the room as
----- Do
when she is watching you?
you remember to
----- Do
depending on you?

do particular jobs for which the class is

you take the lead when you
----- Do
done by your class?

see something that needs to be

At Home
you do your special
----- Do
they are finished?

jobs at home without running away before

----- Do you keep your clothes and other possessions in order?
you do your part to help other members of the family when
----- Do
entertaining guests?
----- Do you keep your promises to your parents and to others?
your parents are away from home, are you able to do
----- When
know they would want you do do?

as you

Just how do the following affect responsibility?
I forgot
I didn't mean to
I hadn't time
It looked too hard

I
I
I
I

didn't think it mattered
was afraid they would all laugh
didn't wish to be odd
was afraid I would fail
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APPENDIX W

QUESTIONS ON SELF-CONTROL
1.

Explain and illustrate what is meant by self-control.

2.

Is thoughtlessness an evidence of lack of self-control?

3.

Would you like to have your picture taken when you are angry?

4.

Would you like to have a stenographer take down what you say when you
are angry? Why?

5.

Would you like to have a movie made of your actions when you are
angry? Why?

6.

Just what is meant by "losing one's temper"?

7.

Should older ones tease smaller children just to make them angry?

8.

How do athletics help to develop self-control?

9.

Can one be angry without expressing himself?

Why?
Why?

Why?

10. How does cheerfulness contribute to self-control?
11. Does playing with a coin, key ring, pencil or other article indicate
lack of self-control? Why?
12. Do you respect a person who lacks self-control?

Why or why not?

13. Is self-control essential to clear thinking?

1.

How well do you control your temper?

2.

Can you keep a secret?

3.

Do you keep cool in danger?

4.

s.

Do you seek to avoid profane language?
..
Do you whisper at assembly meetings?

6.

Do your friends stand by you, and do you stand by your friends?

7.

How would people who see you in public rate your conduct?

8.

Do you speak in a quiet voice?
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9.

Do you interrupt when some one else is speaking?

10. Are you a chatterer?
11. Do you show anger when you cannot have your

~

way?

12. Do you rush and push ahead of others in the corridors?
13. Do you eat too much at meals?
14. Do you riJsh ahead of others when going to the cafeteria?
15. Do you laugh at the misfortune of others?
16. Do you "act your age" or romp like a small child?
17. Do you control your coughing in public?
18. Do you make cutting remarks about those who are absent?
19. Are you upset by trifles?
20. Do you help to make your school the best school you can make it,
every day?

Above material taken from~~ Guidance, Harry
(New York: McGraw-Hill Book Company, 1946), pp. 307-308.

c.

McKown.
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APPENDIX X
KINDLINESS
A.

B.

Kindliness to self.
1.

How can a person be kind to himself?

Illustrate.

2.

Can a person be too kind to himself?

Explain.

3.

Which of the following characteristics would you expect to
find in a person who was kind to himself? Give reasons.
e. laziness
a. cheerfulness
b. honesty
f. ambition
c. conceit
g. bluff
d. helpfulness
h. selfishness

4.

Which of the above characteristics would you expect to
find in a person who was not kind to himself? Give reasons

5.

Are you being kind to yourself?

D.

How.

Kindliness to others.
1.

Do others deserve kindliness?

2.

Without money, how can you be generous to:
a.
b.
c.

c.

Can you prove it?

your parents
brothers and sisters
your teachers

Why or why not?

d.
e.
f.

substitute teacher
schoolmates
school visitors

The rewards of kindliness.
1.

Make a list of the effects, results, and rewards of
kindliness, and discuss each item.

2.

Should a person be kind in the hope of a reward?

3.

Which benefits more the person who is kind or the person
to whom the kindness is shown? Give reasons.

Reasons?

Discussion.
1.

Just how does kindliness help to make and keep friends?

2.

Why do people remember little acts of kindness?

3.

Which would you rather see, a smile or a frown?

Why?
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4.

Why is a smile usually contagious1

5.

List some acts of kindness we can do in:
d. corridor
a. the classroom
b. cafeteria
e. auditorium
c. library
f. study hall

6.

Have you noticed any difference in your feeling after doing
a kind act and an unkind act1 Describe them.

7.

Which is better, "required" kindness or "voluntary" kindness1
Why?

8.

What is the best way to begin to develop a habit of kindness1

9.

Explain, "A kind word often does more good than a fine gift."

Above material taken from Home Room Guidance, Harry c. McKown.
(New York: McGraw-Hill Book Company, Inc., 1946), pp. 305-306.
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APPENDIX Y

WHAT WOULD YOU DO IF?
What would you do if:
1.

You wished to speak with someone who was in conversation with another?

2.

You were in an audience and could not hear the speaker?

3.

You discovered that an old lady had your seat at a movie?

4.

You arrived late at a meeting?

5.

You

6.

Some one made a mistake?

7.

Upon entering a room unexpectedly, you heard an unkind and untrue
remark about yourself?

8.

You heard such a remark about a friend of yours?

9.

You heard it about a mere acquaintance?

sa~

a teacher carrying several packages and books?

10. At the home of a friend you met a person who had told a falsehood
about you?
11. A particular friend of yours excused herself from a date because she
was ill and then appeared at a dance with someone else?
12. The assembly program did not interest you?
13. You had to cough or sneeze during a program?
14. You stumbled over a door mat and some one laughed at you?
15. A student bumped into you and did not apologize?
16. You saw a good friend of yours teasing a younger child?
17. The teacher had a smudge of dirt across his face?
18. Your friend "razzed" the officials of a game?
19. Some one made an unkind remark about your dress?
20. Your friend saw you but passed without a greeting?
21. A student crowded ahead of you in the cafeteria?
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22.

A student has "reserved" for a friend the only vacant seat in
the cafeteria?

23.

You must leave your seat in the middle of the row during a
performance?

24.

Your girl friend refuses to accept your invitation to your party?

25.

A student in the library reads over your shoulder?

26.

A friend opened one of your personal letters?

27.

You found an open letter addressed to a person who did not like you?

28.

You found an open letter addressed to your friend?

29.

Your friend began to "sling some gossip."

30.

A newcomer just sat and stared at you?

31.

Your friend ridiculed you because you did not go with the gang to a
place your mother had asked you not to go?

Above material taken from Home Room Guidance, Harry
(New York: McGraw-Hill Book Company:- 1946), p. 383.

c.

McKown.
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APPENDIX Z
EVALUATION OF PERSONAL GROWTH AND DEVELOPMENT UNIT
1.

What activity in this unit do you feel helped you the most?

Why?

2.

Which part would you like to have discussed again?

3.

What would you like to have discussed that we did not discuss?

Why?
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APPENDIX Al
LEARN TO MEMORIZE EFFICIENTLY
1.

Intend to remember.

2.

Understand the meaning of what you are memorizing.

3.

Organize the material into a meaningful unit.

4.

Get impressions through as many sensory channels as possible--how it
looks on the blackboard, in print,--visualize diagrams, maps,
pictures, illustrations, etc.

5.

Discover what is most difficult for you to remember, and work out a
plan of attack.

6.

Practice your memorizations.

7.

Overlearn your material.

8.

Learn short material by wholes, long material by parts.

9.

Trust your memory--don't be fearful of forgetting.

10. Don't try to memorize too much at one time.

c.

Above material taken from How to Pass !! Written Examination, Harry
McKown. (New York: McGraw-Hill Book Company, Inc., 1943), pp. 51-54.
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APPENDIX Bl
HOW GOOD A STUDENT ARE YOU?
1.

Can you think of anything that prevents you from doing your best work?

2.

Do you usually study every day in the same place?

3.

Do you usually know in the morning just how you are going to spend
your day?

4.

When studying, do you frequently skip the graphs or tables in your
textbook?

5.

When you find a word in your reading that you do not know, do you
usually look it up in the dictionary?

6.

Do you usually skim over a chapter before reading it in detail?

7.

Do you usually read the summary at the end of the chapter before
reading the chapter?

B.

Do you keep your notes for one subject all together?

9.

Do you usually take your notes in outline form?

10. Do you sit up late studying the night before a test?
11. When you memorize something, do you usually do it all at one time?
12. Do you write down the daily assignment?
13. When doing your homework, do you stick to the task until you are
finished?
14. Do you reread your written work before handing it to the teacher?
15. Do you check your work to be certain of correct spelling, punctuation
and capitalization?

Above material 1-11 taken from How EE. Study, Clifford T. Morgan and
James Deese. (New York: McGraw-Hill Book Company, Inc., 1957), p. 3.
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APPENDIX

c1

FIIM BIBLIOGRAPHY
Acr YOUR AGE. Coronet

13~

min. sound, B&W or color jh-sh

Shows common types of infantile reactions, and basic reasons
for continuance of common signs of emotion into adolescence.
Use of self-evaluation to help overcome the social handicaps
that come with inability to grow up.
ARE YOU POPULAR?

Coronet 11 min. sound B&W or color jh-sh

Caroline and Wally are popular and welcome in any group--they
are friendly, considerate and interested in people. Their
examples are a helpful guide to the personal and social
problems commonly faced by teenagers.
BETTER USE OF LEISURE TIME.

Coronet 11 min. sound B&W or color jh-sh

This film serves as a helpful guide in developed a constructive
attitude about leisure time. It shows how time can be used
effectively through a self-planned program of leisure time.
CHOOSING YOUR OCCUPATION.

Coronet 11 min. sound B&W or color jh-sh

Self appraisal, occupational possibilities, preparation requireand guidance facilities are a few of the ideas presented
in this film for the benefit of vocational guidance classes.

ment~

DEVELOPING SELF-RELIANCE.

Coronet 11 min. sound B&W or color jh-sh

How dependency grows and how necessary self-reliance is to
successful endeavor and happiness are shown in this film.
It analyzes the steps to develop self-reliance as: (1) assume
responsibility; (2) be informed; (3) know where you are going;
and (4) make your own decisions.
HOMEWORK: STUDYING ON YOUR OWN.

Coronet 11 min. sound B&W or color jh-sh

Enabling students to take a positive and responsible attitude
toward homework, this film shows three areas in which homework
skills are necessary: finding a place and time to study,
scheduling and arranging projects according to materials needed
for study; and developing the habits of studying "on your own."
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HOW FRIENDLY ARE YOU?

Coronet 11 min. sound B&W or color int-jh

How young people cultivate friends is often obscured by the
artificial bonds of belonging to a clique or 11 crowd. 11 This
film presents some of the values of being friendly and
encourages the broadening of one's range of friends. Friendliness is shown to be a two-way proposition involving generosity, consideration and a sincere interest in other people.
HOW HONEST ARE YOU?

Coronet

13~

min. sound B&W or color jh-sh

Students usually understand that honesty is a good thing,
but in some cases it is a problem. This film analyzes
honesty and shows students how a person may apply the test
of honesty to thoughts and actions.
HOW TO REMEMBER.

Coronet 11 min. sound B&W or color jh-sh

How to memorize a selection is shown specifically while
explaining the whole process of remembering. Types of
remembering are explained and six basic rules for making
remembering easier are presented.
HOW TO STUDY.

Coronet 11 min. sound B&W or color jh-sh

By organizing work and time, by reading with a purpose and
knowing how to locate reference material quickly, Jim gets
more done in less time. Students will agree that these
attitudes and methods are thoroughly practical from their own
points of view.
KEEPING UP WITH YOUR STUDIES.

Coronet 11 min. sound B&W or color int-jh

The importance of doing school assignments regularly is stressed
and a system of developing orderly work habits is presented.
Your classes will gain skill, interest, and motivation for
better preparation of daily assignments.
MIND YOUR MANNERS.

Coronet 11 min. sound B&W or color jh-sh

A boy and his sister discover the correct way to act when with
friends, when meeting new friends, when at home, at school,
and toward parents, teachers and adults.
PARLIAMENTARY PROCEDURE.

Coronet 11 min. sound B&W or color jh-sh

This film shows parliamentary procedure, from the reading of
the minutes through the order of business, the treasurer's
report, conmittee reports, voting, obtaining the floor and
amending a motion, to adjournment.

